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Overview

The purpose of this documentis to provide general information on the process for using the City of Minneapolis’
electronic plan submission and review system called ePlan (also known as ProjectDox.)

Before applying for an application or permit, you should meet with City staff to identify which applications are

required for your project.

Step 1: Submit application or permit

Step 2: Receive email from ProjectDox, create your account, and upload plans and
documents into ePlan (ProjectDox)

Step 3: Review City comments and corrections in ePlan

Step 4: Resubmit plans and documents (if required)

Step 5: Download and print your approved set of plans

For reasonable accommodations or alternative formats please contact 311.People who are deaf or hard of hearing can use a relay service
to call 311 at 612-673-3000. TTY users can call 612-673-2157 or 612-673-2626. Para asistencia 612-673-2700, Yog xav tau kev pab, hu 612-
673-2800, Hadii aad Caawimaad u baahantahay 612-673-3500.

www.minneapolismn.gov/ePlan
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Submit application or Visit the Minneapolis Development Review Office on the 3rd floor of the Public
permit Service Center Building to meet with City staff.

Public Service Center Building

250 S. Fourth St., Room 300

Minneapolis, MN 55415

Phone: 612-673-3000 Fax: 612-370-1416 TTY: 612-673-3300
To view Service Center Hours, visit: http://wwwminneapolismn.gov/mdr/

During your meeting, staff will provide the information for the applications and
permits needed to do your work. If you have the information you need to
complete the applications, you can submit your applications on—site. If you do
not have all of the information, staff will provide information about where you
can send your completed applications. You can also email questions to
Development@minneapolismn.gov.

Receive email from When the application(s) have been submitted and fees paid (if applicable), you
ProjectDox, create your will receive an email invitation with instructions to create a user account and
. upload your plans (see sample invitation on page 3). Follow the steps in the

nt, an | , . . . . .
account, and upload email to log in to ePlan (ProjectDox). A temporary password will be included in

plans and documents the new user email. Internet Explorer 11 is required for full functionality of

into ePlan (ProjectDox) [YPiY

Note: Only one person may be an applicant on a project. The applicant
receiving the ePlan account will be the same person listed on the application.

The Minneapolis Development Review Center has computers available for you
to upload plans. You will have to create your account before using these
computers and will need to have your plans loaded on a zip drive/USB port for
upload.
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Minneapolis

Minneapolis ePlan Invitation Letter City of Lakes

Hello [Applicant],

Welcome to the City of Minneapolis’ electronic plan review (ePlan) process. This Project invitation has been sent to you in response
to your construction permit application. An EPD (Electronic Plan Review) has been created to allow you to electronically upload your
drawings and associated documents for permit plan review.

Note: If this is your first time using the ProjectDox application, please disable your pop-up blocker. If you using Internet Explorer, on
the login page, click on the “Install ProjectDox Components” link; this will install the Active X software components on your
computer which are necessary for the application to function properly.

To access your new Electronic Plan Review project, follow the instructions below:

1. Very \mportant' Flease review the Electronic Plan Review (ePIan) Submittal Requirements document

before starting the process. Fallure to follow the appropriate submittal guidelines may result in delay or rejection of your
permit!

Click the project access link: https://pdx.minneapolismn.gov/projectdox

Enter your login (email address) and tempaorary password provided in this email.

Set up your permanent login account for secured access to the system.

Clink on the Project link on the “Active Projects” page.

Click the “Drawings” folder.

Click the “Upload Files” button and follow the instructions to upload your drawings. Please ensure the files use the

EMAIL

No ;s W

required naming conventions
http://www.ci.minneapolis.mn.us/www/groups/public/@regservices/documents/form/wcmsp-189625. pdf.

8. Click the “Documents” folder.

9. Click the “Upload Files” button and follow the instructions to upload your drawings. Please ensure the files use required
naming conventions htt
189625.pdf.

www.ci. minneapolis.mn.us/www/groups/public/@regservices/documents/form/wcmsp-

TO COMPLETE YOUR SUBMISSION TO THE CITY YOU MUST PERFORM THE FOLLOWING STEPS

SAMPLE INVITATION

10.

11.
12.
13.

Once all plans and any associated documents have been uploaded to the appropriate folder(s) while inside the project, click
on the “Workflow Portals” button.

Click the “ApplicantUpload” link under the Task column.

Click “Ok” to accept the task.

An electronic form will display. Click on the “Submission Complete — Notify the City of Minneapolis” button to complete the

submission of your plans and associated documents to the City of Minneapolis.

Supported file types: DWF or vectar PDF

Uses Login | alles
Temporary Password |994BE6B
Project Permic # 12764
Plan Check Cosrdinator | Administrator Temp
Plan Check Cosrdinstor's Email | support@avolvesoftware.com
Project Permir Access Link
If you have any probl. or i call Mii lis 311 (612-673-3000) or email (Development@minneapolismn.gov) and we

are happy to assist you.
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LOGGING IN AND CREATING A NEW USER PROFILE

1. From the invitation, click on “Login to ProjectDox”. This will open a web browser and take you directly to the login
screen. You can also open a web browser and type https://pdx.minneapolismn.gov/projectdox/.

2. Check your computer to be sure you are using Internet Explorer 11 or higher by clicking on the gear at the top right
top of a window and selecting “About Internet Explorer.”

o el
Internet
Explorerl

S

Note: Please ensure that the pop-up blocker is turned off and that you indicate that ProjectDox is a trusted site.

3. Click on “Install ProjectDox Components” at the bottom of the screen to install ProjectDox on your computer.

avolver
software

Enter your e-mail address and password to continue.

Welcome to our website. If you continue to browse and use this
L4 'website you are agresing to comply with and be bound by the ™
ro ect following terms and condifions of use, which together with our
privacy policy govern... (¥

E-mail: [ |

Password: | |

Forgot your password?

Pro ‘ect & 2018 Avolve Software. avo I e-
.] ProjectDox (Version 8.3} is a trademark of Avelve Software. All rights reserved. voliware
To creste a desktop shorteut, click and
Install ProjectDox Components drag the icon below to your deskiop. Click here to add ProjectDox
\/._/. to your Favorites.

4. After ProjectDox components are installed, type or paste the temporary password from the email into the

password field on this form and click “Login”. The password is case sensitive.
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5. Next you will be taken to your User Profile. You will need to: (1) reset your password, (2) create a security

question and answer, and (3) enter additional information about yourself.

Project

Settings for Mpls EPlan (Mpls ePlan Test@gmail.com)

‘Welcome to ProjectDox.

Since you currently have a temperary password, you will need fo change it to a permanent password and (if you have not done so)
«enter a security question and answer. This guestion/answer will be something that only you know, and will enable you to reset
'your password if you ever forget what it is.

Change Password: Password Reset Question & Answer:
New password:* [Smemal 0 Security question:  [Security Question ]
Confirm new password: l.....— Security answer, \Securily Answer |
Profile Information
Contact User | Project | Group ‘
Information Metadata Membership Membership
* Required field
First Name: *  |Mpls | Last Name: * |eP\an
Email:*  hipls.ePlan Test@gmail. com HTML format €
Title:
Company:
Address 10
Address 2:
City:
State/Province: | | postalCode: | ]
Phone: | Fax: | ‘
Mabile: | Pager. ‘ |
Stamps: | @
Language” |en v

6. Fill in all of required fields and click “Save”.

7.

After logging in, you will be taken to your home page.
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PREPARE YOUR PLANS:

Prepare your plans by following the guidelines below. These guidelines are critical to ensuring your review is completed
in a timely manner.

Electronic Plan Review (ePlan) Submittal Guidelines

e 4-inch by 4-inch clear stamp area in upper right corner of ALL sheets ) ) .
e Searchable vector PDFs or DWF drawing files = 'I:l I_

e One plan sheet per digital file .—I:H

e Landscape orientation "

e File name to identify discipline and match sheet index name and sort order

e Corrected sheets must be named exactly as the original sheet

Note: You will be required to install ProjectDox on your computer. Internet Explorer 11 is the required browser.

Plan sheet stamping area

All sheets must have a 4-inch by 4-inch clear area in the upper right corner of the sheet for the City of Minneapolis
electronic approval stamp. NOTE: The approval stamp will cover any information placed in this area.

Plan sheet file format standards

Plans must be submitted in a searchable vector PDF format (non-scanned) or as a DWF file. Each plan sheet must be
uploaded as a single file. Files must be landscape orientation, monochrome with white background and print ready.
DWEF files must be a current version of AutoCAD and cannot be 3D.

File Naming

Plan file names and sort order must match the sheet index. ePlan software sorts numeric to alpha. To ensure proper

sorting, we require numbering the sheet before the name with 001, 002, 010, 011, 099, 100, etc. (Example: 001-Cover
Sheet, 002-Survey, 003-A1.0-First Floor Plan, 004-A2.0-Framing Plan,..., 008-C1.0-Grading Plan, 009-S1.0- Foundation
Detail, etc.)

Corrected or revised submissions must use the EXACT same file name as the original submittal to ensure proper

versioning of your files and to help expedite the review process. The digital file name (e.g. A1.0) must match the plan
sheet name to which it corresponds. If a new sheet needs to be inserted between sheets 010 and 011, it can be
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numbered 010A or 010.1.
Plan Sheet size

The following list indicates plan sheet sizes that can be submitted electronically. (See individual plan checklists for
additional sizing requirements).

8% x11” 11”7 x 177
12”7 x 18” 18" x 24”
24" x 36” 30” x 42"
36” x 48”

Graphic scale

Each sheet must illustrate a typical graphic scale. If more than one scale is used on a sheet, an independent graphic
scale must accompany the applicable detail. All plans must be drawn to scale.

Uploading files
“DRAWINGS FOLDER” Should contain plan sheet drawings

"DOCUMENTS FOLDER” Should contain all calculations, photos, checklists and other supporting documents
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UPLOAD YOUR PLANS.

After you have successfully logged in to ePlan, you will see a list of your projects. Note: If you do not see any projects
listed, click the “All Projects” button. Any outstanding tasks that require your action will be displayed in the Active Task
List area below the project list. To upload your plans, follow the steps below.

Project

PLAN3S47 = oac ] Formara o | [Proess [, an
Main Cantact T Promct Repots | | 3 Workfiom Parals

PLANISST Brojectino Reports

Project Mams: PLANGSST
Description: Mew SFD
Projest image Mo image exists

VUPVPEE

Broject Admins: Adkminisiranor Tenp, Sseve Alexarder Bryan Mail Jahn Spurrier

Status Info: PN
Projest StarEnd Start: 1102017 20101 FM | End: 702017 20101 FW
Pz Through: mow, wmy, v, bam, b, install confg, mpd

Incoming Files: Faxi | Emalk: AZ5@PciecDos oo,

Versianing: Enablext for this project

1. Click your project number. Find the Documents and Drawings folders to upload your documents. The plan
reviewer will be able to see and review your plans in these folders after you complete the tasks. Note: Not
every user can see all of the folders shown on the screen.

2. Select the Drawings or Documents folder depending on the file you are uploading. The Drawings folder should
contain plan sheet drawings; each plan sheet is required to be a separate file.

3. The Documents folder should contain all calculations, photos, checklists and other supporting documentation
for your project. Note: Applications, Calculations, Photos, Etc. must be uploaded and named as separate files
into the Documents folder, but each individual file may contain several pages.

4. To add drawings, click on the Drawings folder on the left of your screen. If there are no drawings currently in
the folder, you will see the pop-up below. Note: This process is the same if you are loading Documents.

PLAN3547

Main Contact:

Folder: PLAN3547\Drawings

No files currently exist in Drawings.

To upload files into this folder
(1) Click the Upload button below
(2) Follow the instructions in the pop-up window

Large files may take a few minutes to be
processed. Click the Refresh button at the top of
the page to refresh your file list view.

View Folders Upload Files
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5. Click the “Upload Files” button (next to View Folders). Note: You may need to refresh the screen if you do not
see the Upload Files button. The Upload Files dialog will appear.

6. You will see the prompt to Browse For Files or Upload Files. You can either browse for files or drag files onto
the screen to upload.

] ‘

& hitpsi/pdrmi HtmiSUpload. i i olderlD - Internet Explorer =B
.

ProJect e Vindos

Upload Files Upload URL

~

Browse For Files Browse For Files | ‘ Upload Files

Browse for files or drag files into this area

7. Click “Open” to add the file. You’ Il be taken back to the Upload dialog box.

8. Large files will take a few minutes to load. When they are loading, you will see the screen below that shows
your progress.

B — —— oriD= i 1D ~Intemet Explorer (e ) ]|
] ~
ProJect o i
Upload Files Upload URL
Browse For Files Browse For Files ‘ ‘ Upload Files
Browse for files or drag files into this area.
B AL0 1st Floor Plan.dwg 0B/466.86KB 3¢
B AL0Site Plandwg 0B/41192KB 3¢
0 of 2 uploaded Hide Details
v
nn/e7Q 791N

9. Click “Upload Files” to upload the files to the folder.
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10. Once the files are uploaded to the folder(s), thumbnail images of all the files will be visible. Under each

thumbnail, you can see the filename, upload date and time, file size information and name of the user who
uploaded that file.

PLAN3547
Main Contact:

Folder: PLAN3547\Drawings

| view Folders | [ upload Files] Om @

Current Sort: | - Select - V|

HE O zoaRrbaXs?
=]

] A1.0 1st Floor Plan.dwg
1/12/2017 3:42:07 PM, 467 KB
Shanna Sether

B S edX

|:| A1.0 Site Plan.dwg
112/2017 3:42:07 PM, 412 KB
Shanna Sether

B SedX

11. Click on the “Workflow Portals” button. The Applicant Upload task will display.

Project
BLDG1000

Wiain Contact:

T s [rome | 3] 48]
Expand current | Collapse| @ BLDG1D00 114102016 5:08:25 PM

T [ vortoupara | g | g ] [E2Emmn

[ | Project info Reports
(1 Files - 0 New)

BLDG1000

- 0New) BLDGI0D 111072018 5:09:25 P
No imsge exist

Ensbied forthis projact
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Project T
BLDG635928 [ <= Back | [ Forwara = || Projects | [ proie | 3] [Logout

Main Contact: (@, Project Reports | | Elicrifion Rosial | € info | | &7) Notes |—| Email
Expand current | Coliapze | 4l BLOGEI5928 21 4/2017 8:51:30 AM
- BLDGB35928

E] Drawings (10 Files - 10 New) A Task Attached To Status Created On Updated On

Ej Documents ApplicantUpload Applicant Pending 2/14/2017 8:52:53 AM 2014/2017 8:52:53 AM

3 Approved

Ej ChangeMarkReporis
[l Reviewer Aftachments
.-C3l PDFDesfinationFolder

RIS

o

12. Click on the task name and a dialog box displays, “Do you want to accept this task?’

Message from webpage = |
Do you want to accept this task?
| ok || Cancel

13. Click on “OK” to accept responsibility for completing the task. The eForm window will appear. When
finished with uploading, go back to the eForm window. At the bottom of the page, select the Upload
Complete — Notify Jurisdiction option. This will complete the Applicant Upload task.
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:—: Click Here to Save Eform as PDF..

Building

Review Information

Review Coordinator Administrator Temp ( support@avolvesoftware.com )

Review Cycle 1

Workflow/Activity Name Start_Plan_Review / ApplicantUpload

@ Activity Instructions A
v

Current User Logon Mpls EPlan ( Mpls.ePlan.Test@gmail.com)

After you have successfully uploaded all required plans/documents please select (Upload Complete) button.

CONDITION COMMENTS APPROVAL
~
HAS THE APPLICANT SUSMITTED PAPER PLANS? ICom pleted .
W
~
APPLICANT HAS UPLOADED DOCUMENTS ICompIeted.
W

COMMENTS LOG

CATEGORY: |FYI
e
COMMENTS: v
ADD COMMENT
KEYWORDFILTER |
FILTER | CLEAR
|

Upload C - Notify Jurisdicti I Save And Close
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Steps 3 & 4

After you have submitted your plans, City staff will review them. When no additional
information or corrections are required from you, the submission will be routed to the
UL RECERL L ERTERE EURE departments for the formal review process.

and resubmit plans and

A e e ) _If items_are missing or correcti_ons are re_:quired, an em_ail will be sent to you with
instructions on how to resubmit. You will be able to view Staff comments in ePlan
(see Step 5 to learn how to resubmit plans).

Review City comments

SAMPLE REVIEW CORRECTIONS EMAIL

BLDG628023-ProjectDox Applicant Resubmit Request Task Assignment  inbox  x

u ]
=

Ll

ProjectDox@minneapolismn.gov 12:49 PM (6 minutes ago) -
to me [~

Project

Applicant Resubmit Task Assignment

Attention Mpls:

Your plan review submission for Project: BLDG629023 has been reviewed and corrections have been requested. You may review correction comments and
requirements by accessing the ProjectDox site.

When corrected plans andfor documents are ready for re-submittal, please Login to ProjectDox and follow the instructions provided for re-submittal.
Please be advised when re-submitting plans and/cr documents:
« All corrections must be uploaded using the same file names as the original submittal

« Once corrections have been uploaded for review, no additional submissions will be accepted unless requested
« Please make corrections within 180 days of this notice to prevent your application from expiring

Project: BLDG629023
Description: | BLDG629023 1/10/2017 3:56:32 PM Click "Project Access" link:

Task: ApplicantResubmit //
Assigned by: | Al Hanson /

Project Access ﬁgin to ProjectDox

If you do not have access to the specified folder, please contact the Project Administrator

Please do not reply to this email.
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If one or more reviewers requests new or additional information during the review process, you will receive an

email

notification of the resubmit task assigned to you and a task added to your task list. Follow these steps to review required

changes:
1. Log in to ProjectDox.
2. Select the Applicant Resubmit link from the Task List shown under the column heading of Task.
3. A dialog box displays, Do you want to accept this task? Select OK.

4. A Resubmit eForm will pop—up:

DB i Gl
Ve, Dot in Gl

software

Review Information m Contact Information | F < ¥ Checklist Report (0]

Review Coordinator Administrator Temp mEEon@mNesnﬁwum.(nm )

Review Cycle 1

Workflow/Activity Name Start, Ela" Review p‘_AmlIcnan:subm\t

© Activity Instructions Please review all sections of the eForm and drawing markups and resubmit the required information prior to completion of task. A
Current User Logon Gael AMI&IN bo1 Enmlvesnﬁwzm.mm

CHANGEMARKS

Fitorby Deparment ]\

£ Click Here 1o Load Changemarks.

Resonves Ccie e esponse
Rrplicant response
o~ 1 Appcant 24x36_blank pdi SSether ‘Tast Changemark

DEPARTMENT REVIEWED BY STATUS & NOTES

(¥ 1 have roviewad and addressad the Choekist Commants pravided on ihe “Chackiist” tab above. tab Each ndicatod as “Mef™ or “Not Mot I you would Wka bo export a kst of the commants o Excel, chek on the "Expar ta Excal Ik in the upper right hand comar of the
BOPUP WNGOW.

" Items istod in secion abiov at were dentsbed during the Plan Review.

[#) 1N ploAGRa Ihe revised driaings Nl the “Dibuings” folder nd, Il rbquestind, Uploaded ANy 16vised ducunents i1 Ihe "Documents™ falder using e SAME Nl N & INe ornginal Mles. | 8 (wady 1o CoMpiele iy ssigned task.

onditions

CONDITION COMMENTS APPROVAL

A T APPLICANT SUDMITTEG PAPER PLANS? ‘ ‘ [Compieted ]
APPLICANT HAS LIMGADED DOCUMENTS ‘ ‘ [Completed

ADD COMMENT

T [ ]
- EILIER | GLEAR

Best In Class Varsion 1.0

™
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5. Review the following:
— View checklist items on the checklist tab
— View markups provided in the Changemark Section
— View comments provided by the plan reviewers and provide responses as required.

6. Make required corrections and upload the revised files to the same folders using the same naming

convention as the original file. Note: Corrected or revised submissions must use the EXACT same file name as the
original submittal to ensure proper versioning of your files and to help expedite the review process.

7. In the Task Instructions section, select the check boxes to indicate the items have been completed.
Selection of all three boxes enables the Review Complete button.

Py o s

I g erprov =
[TID I B ocrarneenT REvEW - Review Gyl | ] ] o e ] 8] o

wain cony CYCLE DEPARTMENT REVIEWED BY STATUS & NOTES i | | @ Workfonw Potaln | | b | | 7] Wotes | | I=3Emai| [ [cmm

- BLDGes
il ot as "Mt o Updated By =
il P e

Please clkon e fab and review each fem Each o
ol o £ i e ppes gt e Came o T popu i
Follow task instructions by reading and checking all three checkboxes, then click
"Complete” at the bottom of this page to submit revised plans and notify the city.
have e Crag TR

[

TV UpIO3E N VS EYIMANST D e “DIAINGS” A 0 F FEGUESIE, UIDASG AN V1SS GOCUMEES N e “DECUments” Fier IS he SAME 50 Name a5 ihe crigra
e, | 3m reacy 1o complete my assgned task.

CONDITION COMMENTS APPROVAL
HAS THE AFPLICANT SUBMYTTED PAPER PLANE? Compieiza ¥]
APPLICANT HAS UPLOADED COCUMENTS Compieiza[v]

COMMENTS LOG

Complete Sve And Close

Best in Class Version 1.0

8. Select the “Review Complete” button.
9. Click “OK” on the dialog message to complete the task, close the eForm.
10. Click “Cancel” to remain on the current view.

A notification will be sent to City staff. They will confirm that plans have been uploaded and the proper
departments are selected for assignment for the next review cycle. If any of the departments rejects the review,
the Applicant Resubmit step will be repeated until all the departments approve.

If all reviews have been approved by all required departments, City staff will apply the City of Minneapolis approval
stamp and assign final permit fees, if applicable. You will not be able to see the approved, stamped plans until all
permit fees are paid.
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Congratulations! The City of Minneapolis has approved your plans. You may now
download your approved set of plans by following the steps below. Be sure to print a
copy of your approved plans to scale for the job site.

Download and print your

approved set of plans

PRINT APPROVED PLAN SET

After final payment is made, you will receive an email indicating that your plans are approved and that you may
access your approved drawings and documents in the Approved folder in ePlan.

1. To download the entire folder, select the box at the top of the thumbnails.

2. Uncheck any pages that you do not want to download.

3. When your selection is complete, click on the download icon. You may download one file at a time or all at
once. If a group of files are larger than 10MB in size, it will automatically download all files in a .ZIP file.

Please provide a scale set of approved plans on the jobsite.

Thank you! The City of Minneapolis values your business.
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